
Check in & Check Out

The most important thing is to 

WATCH THE SCREEN!

Barcode scanners usually beep when they scan whether 
the system read that scan correctly or not

If you’re not watching, that beep might be closing an 
important popup about the previous item 

and  
NOT processing the current item



Common Check Out Pop Ups
User Status: Delinquent & Blocked



Common Check Out Pop Ups
Barred



Common Check Out Pop Ups

User Privilege Expires Soon 

If you don’t renew privilege,
checkout lengths will be
shortened automatically



Common Check Out Pop Ups
If you override this and allow 
current patron to check out,
patron with hold is placed back
at top of hold queue

If you override this,
item is checked in and 
then checked out to 
current patron



Common Check Out Pop Ups
When you have a max number
of items of one type a patron can check

out – this popup warns you when they
hit their limit

If you have items that do 
not check out such as 
reference, this will warn 
you, if you override, item 
will checkout for 1 day



Common Check Out Pop Ups

Always check to see if barcode scanned correctly,
or item may need to be cataloged

If item is cataloged as 
having multiple pieces, 
override will be required 
for checkout and check 
in, to remind staff to 
verify that all pieces are 
present



Common Check In Pop Ups
Item Not Charged – occurs if you scan an item a second time
Can show up as either separate pop up or as a column in main check
In window depending on the settings at your library



Common Check In Pop Ups

Depending on settings at your library, 
you may see popups about overdue fines
as you check items in

Items with holds and items that need to transit
to their owning library if you are in a sharing
group will also cause popups


